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I. INTRODUCTION 

Need for Oc cupational' Job Market Inforioation. 

Occupational job laarket research, such as the area skill survey technique, 
is directed toward an evaluation of job opportunities in relation to 
available labor supply in a particular occupation or group of occupa- 
tions. This evaluation includes a study of the relationships of the 
number and characteristics of the anticipated labor supply to occupa- 
tional labor demand, expressed in terms of job requiiements, employer 
specifications, hiring and promotional opportunities, and legal restric- 
tions affecting employment. Depending upon the occupations studied 
and the need for the information, occupational job market information 
can be prepared for an area, a State, or a region. 

Since most workers seek employment in specific occupations and employers 
usually hire workers with particular skills or abilities, occupational 
job market information is paramount to a meaningful and practical 
understanding of the functioning of the job market. Such information 
has many important operational uses, some of which are as follows; 

Employment counseling; Sound vocational choice depends not only on 
worker aptitudes and qualifications, but also on information about 
enployment opportunities in different occupations. 

Job development; Information about the industries and establishments 
which employ workers in particular occupations is a useful guide in 
the development of suitable opportunities for individual jobseekers. 

Community employment developAent; A major contribution that local 
employment offices can make to community economic development and 
industrial expansion is the supplying of information about local 
manpower resources, including the occupational qualifications of 
employed and unemployed workers. 

Training ; Vocational training programs of both employers and the 
schools should be tailored to occupational manpower requirements and 
resources. 

Employer services ; Employer relations representatives and other local 
office personnel can inprove their services to employers if they have 
a better understanding of each employer's occupational needs and how 
they fit into the overall job market picture in the community. 

Civil defense and mobilization planning; Information on the occupa- 
tional composition of the labor force of individual areas is an impor- 
tant tool for identifying the sources of the types of workers that may 
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be needed for civil defense emergency activities. In times of mobili- 
zation^ facts about occupational labor demand and supply are essential 
for manpower program purposes. The area skill survey and other job 
opportunities information programs provide a basic point of departure 
for the development of the specific data needed for both civil defense 
and mobilization activities. 

Job market information; In addition to its specific program uses, 
wld<=>Ty onp-npational job market information provides a 

sounder basis for independent job market decisions of individual workers 
and en^loyers. 

Periodic reappraisal of the occupational composition of local labor 
areas necessary to meet these needs. In any one State or area, 
occupational requirements may change markedly as old industries decline 
and new activities develop. 

B. Description of Area Skill Survey 

Area skill surveys are designed to provide con 5 )rehensive information in 
individual labor areas of current employment and future labor require- 
ments, by specific occupations, and to ascertain training needs to ful- 
fill these requirements. More specifically, the major objectives of 
an area skill survey are: (l) to supply information about job oppor- 

tunities in the area for use in employment counseling; (2) to provide 
a tool for local office use in job development activities; (3) to aug- 
ment information about .local manpower resources for use in community 
en^loyment development; (4) to promote training courses in local 
schools and apprentice training, geared to the occupational labor require- 
ments of the area; and (5) to stimulate local employers to evaluate 
their manpower needs and promote necessary in-plant training. These ^ 
surveys also provide a basis or a ^benc hm ark** for planning and carrying 
out a continuing program of individual occupational releases or guides 
for use in counseling. 

Skill surveys are valuable both in areas of substantial uneznployment as 
well as in those with relatively significant shortages of specific worker 
skills. In the former situation, the survey may be used to determine 
specific occupational categories with relatively large unenployment ^d 
the industries in which such occupations predominate. This information 
is necessary for effective long-range planning of industrial development 
and skill retraining programs to promote efficient utilization of the 
area*s labor force. The surveys may also be useful in identifying other 
occupations where there is significant labor demand de^ite overall 
substantial unenployment within the area. Under labor shortage condi- 
tions, data from area skill surveys are essential for determining the 
extent of skill shortages and for conducting subsequent recruitment or 
training programs to meet the need for skilled workers in the area. • 
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The area skill survey involves the collection of basic data, mostly 
from eraployers, on (l) current eu^loyment in selected occupations; (2) employ' 
ment requirements by occupation for some future date (usually 2 and 5 
years hence); (3) training prograr:.s and numbers of workers in training; 

(4) interest in, and need for, pre-employment or supplementary vocational 
training; aiid (5) where feasible, data by occupation on recent turnover, 
hard-to-fill jobs, new and emerging occupations, and the effects of 
technological change. These data provide the basis for estimating com- 
munity manpower requirements, by occupation, for selected industries or 
occupations and for individual en 5 )loyers. Analysis of the available labor 
supply, including a study of the number of apprentices and workers in 
other in-plant training prograras, the number of students enrolled in 
vocational or professional training programs in the schools (below the 
4-year college level) , and the number registered for work with the 
Employment Service, will provide information about sources of trained 
labor supply in the community. 

State agencies should conduct an area skill, survey whenever an obvious 
need exists for the type of occupational information which this research 
can furnish. An area sld.il survey, as distinct from a training needs 
survey, should be undertaken when conditions identical or similar to 
the following occur; (l) If long-range (2-5 years) occupational data 
are desired; (2) if it is desirable to determine total needs for an 
occupation, or occupations, in an area (rather than to develop just enou£jh, 
information to initiate one or more training courses); and (3) if the 
community’s interests require a profile of the area’s occupational needs 
rather than only one or a few occupations. Such community interest 
would be reflected, for example, in a desire to obtain the data as an 
aid in areawide employment counseling, vocational guidance, or industry 
resource information. 

In most cases, in order to insure the validity and applicability of the 
occupational forecasts, an area skill survey should be updated within 
2 to 3 years of the initial survey. In updating these surveys, the 
State should plan to appraise area skill survey findings and their appli- 
cation in the community. This appraisal should include an analysis of 
employer forecasts. This can be done only where the timing of the 
updated survey corresponds to the enployer forecast periods used in the 
previous survey or surveys. When such appraisals are planned, the Bureau 
should be informed in advance of the methodology to be used. 
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II. METHODOLOGY 

A. PypUm-fnary Work Prior to Initiating the Skill Survey 

Before the survey is actually hegun, it is usually desirable to organize 
a sponsoring coipmunity group (which might be ca3J.ed the . . Area 

Manpower Covincil) if a Manpower Advisory Committee or similar organiza^ 
tion does not already exist. The council or community group should 
represent those with an interest in the local manpower situation, and, 
insofar as possible, should include top personnel from such groups as 
chambers of commerce, apprentice training agencies, schools, labor 
unions, and major employing establishments. 

Other informed persons in the community should be consulted for their 
suggestions regarding needed occupational information. This is of utmost 
importance and should be carried out during the first stages of planning 
for an area skiUL survey. These consultations will be helpful, not only 
as a device for enlisting interest', support, and cooperation of the com- 
munity in occupational job market information programs, but also in defin- 
ing the scope of the survey and in iirqplementing the findings of the' study . 

For a meaningful stvdy,. clear definition of the geographical boundaries 
of the labor area covered is necessary. The boundaries should be the same 
as those for the labor area as defined tinder the ES-219 labor area report- 
ing program. Unless, data resulting from the study are comparable with 
other area information, their usefulness will be limited. 

In determining the occupations to be studied, careful consideration gen- 
erally is given to (l) kno'wn surplus and shortage occupations in the area 
as indicated by local office records or other available data; ( 2 ) signifi- 
cant occupations (in terras of the number of workers in these occupations } 
in the area which require more than casual on-the-job training; (3/ future 
demand occupations; and (^) other occupations which may be s mall e r in 
terms of number of workers but are a particular problem or are of especial 
interest in the area. (See pages 6-8 for a further description of 
these factors.) 

The following procedures present a general approach for conducting area 
skill surveys and should be modified as necessary to meet the specific 
needs of a particular labor area. 

B, Scone of the Skill Survey 

In most areas, enqohasis usually should be directed to occupations requiring 
considerable training time - perhaps 1 year or more - but below the 4-year 
college level. The occupations normally should fall in "ihe semi- 
professional, technical, skilled, r*id semi-skilled groups, although in 
certain areas it may be desirable to include clerical and service occupa- 
tions if they axe of particular significance. Also, for practical reasons. 
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it may be necessary to limit the occupational coverage to specific types 
of occupations, or to occupations in selected industries only. 

Because of the differing occupational compositions among industries, it 
is necessary to use several variations of the prelisted schedule discussed 
in section D, pages l4 and 15. This should be dene so that each industry 
or group of industries will receive a relatively short schedule that 
contains only the occupations esjpected to be found in that industry. 
Important occupations in the area which may be expected to occur in a.v» 
industries should be included on all schedules. Definitions of the 
occupations to be covered in the survey should be included with the 
schedules. 

When information is to be obtained by a schedule with an "open end" (i.e,, 
in addition to the listed occupations, the employer is asked to furnish 
data on other occupations which he feels are important in his establish- 
ment or for which he has noted shortages of workers); the instruction to 
the employer should provide definitions not only for the listed occupa- 
tions, but also for broad occupational groups, such as professional, 
managerial, skilled, etc,,i/ depending upon the types of occupational 
groups included in the survey. The employer can then be asked co list 
additional plant titles within the broad occupational groups. The kind 
of occupations to be added in "open end" sections should be specified, 
e,g,, other shortage jobs, hard-to-fill jobs, new and emerging occupations, 
etc. The ad<?ed occupations will differ from firm to firm because of 
varying conditions, and will provide information for further investigation 
and for a more thorou^ evaluation of the manpower situation. However, 
the data collected in the "open end" portion of the schedule will not 
constitute a complete count of sairpled occupational requirements and supply 
and therefore cannot be tabulated with the listed occupations, (See sec- 
tion C-4, page 9*) 

In some instances, an enqployee schedule with no listing of occupations 
whatsoever ("unlisted" questionnaire) may be deemed more desirable than 
a prelisting of occupations. For this approach, the employer questionnaire 
would request a listing of every occupation for which workers are employed 
in reporting establishments. Definitions of broad occupational groups 
should be provided to en 5 >loyers in order to assist in the organization of 
the occupational listings. All job titles submitted should be checked by 
occupational analysts who will not only translate establishment job titles 
into DOT codes, but also verily that the job functions formed by 
workers in reporting establishments correspond with the job functions 
covered by the DOT codes designated. 



When the third edition of the Dictionary of Occupational Titles is in 
use, such definitions should conform to the broad occupational groups 
in the new Dictionary's structure. 
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Careful consideration of the following factors will aid materially in 
determining the need for an area skill survey and will be helpful in 
deciding what occupations should be selected* Occupations selected for 
study should be those that are of key inportance to the area’s economy, 
Where other factors might also be considered, those listed belo^j should be 
useful in yielding a survey structure of greatest usefulness to the com- 
munity. 

!• Surplus and Shortage Occupations ; These occupations may be determined 
by an analysis of local office openings and worker applications by 
three- or six-digit occupational groups over a given period of time. 

The findings should be verified by a check of ordertaking and of re- 
ferral interviews. Shortage occupations are io^ortant because they 
present serious placement problems. Surplus occupations require study 
so that applicants classified in these occupations may be helped in 
finding alternative outlets for their skills and abilities. Previous 
training needs surveys or job vacancy information surveys in areas 
where they have been conducted, as well as a check of newspaper help- 
wanted advertisements, may provide additional leads to shortage 
occTpatlons . 

2. Significant Occupations ; Occupations now important and which will 
continue to be so in the area may be selected on the basis of the 
area's industrial conposition and of the skills essential to the 
major industries. There may be certain occupations in which many 
applicants e:press a continuing interest. A study of these occupa- 
tions may verily local demand and thus provide more realistic counsel- 
ing and interviewing infozmatlon. Occipations of particular signifi- 
cance to national defense, as well as important entry occupations, 
may also be selected for a survey. 

Significant occupations may be selected in accordance with their 
numerical luportance In the area as datezmlned from the distribution 
Qf workers by occupation in the Decennial Censuses. It may be expected 
that occupations which are numerically iiportant will show relatively 
greater job market activity. Detailed occupation of the e^erienced 
civiliw labor force by sex for States, metropolitan areas, and coun- 
ties Is available from Table 121, Volume PC(l)D, Characteristics of 
the Population t U.S. Census of Population, I 90 O. It should be recog- 
nized, however, that Census occiqpatlonal groupings are not strictly 
comparable with Dictionary of Occupational Titles (DOT) groups. The 
following procedure can be used to convert the broad Census groupings 
into DOT groupings (19^9 edition). ^ 

^ A conversion table of code and title changes between the second suid 
third editions of the Dictionary of Occupational Titles will be pub- 
lished at the same time as the third edition of the DOT. Broad group- 
ings similar to those described in this section may also then be used 
for grouping general occupational distributions in the area as shown 
in the Census. 
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The first six occt^ation&il groigpings are in vezy close agreement^ as 
betveen Census and DOT code content. These groupings are: 



DOT Codes 

0-0 through 0-6 

0 - 7 throxigh 0-9 

1 - 0 through l-i|- 

1 - 5 through 1-9 

2 - 0 

2-2 through 2-9 



Professional > technical^ and kindred 
Proprietors^ managers^ and officials - 
except farm 
Clerical and kindred 
Sales workers 
Private household workers 
Service workers, except private 
households 



^ grouping the two Census titles 'banners and fazm managei^,” and 
"Fam laborers and foremen,” we have a new group cosparahle with the 
3- group of the DOT. For more exact comparability, code 3-30-- 
"Fruit and vegetable graders and packers”— could be pulled out of the 
3- group and included with "Operatives and kindred workers,” while 
3 - 87 — 'fishermen and oysten&en”— could be put in with "Laborers, 
exc^t farm and mine.” It is doubtful if this is Justified, however, 
since other variations in the two sets of data will offset the effect 
of this difference. 



The DOT skilled, semiskilled, and unskilled groups, when combined, 
are comparable with a combination of three Census group titles, 
"Craftsmen, foremen, and kindred workers,” "Operatives and kindred 
workers,” and "Laborers, ekcept farm and mine.” Bough comparability 
at more useful. levels of detail is possible, however, by allocating 
the three-digit DOT codes to the appropriate Census groip title. 

The following lists will pemlt adepting the tallying of the survey 
so that the classes of skilled, semiskilled, and unskilled in the 
DOT system can be obtained at the same time as the three Census major 
groups. For this purpose, the method of tallying the skilled, semi- 
skilled^ and Tinskilled sections of the file is as follows : 

Provide seven tally sheets labeled: 

( 1 ) Craftsmen and foremen— skilled 

1 2) Operatives and kindred— skilled 
3 ) Craftsmen and foremen-- semilskilled 
4} Operatives and kindred— semiskilled 
5 ) Laborers, except farm and mine - - semii^illed 
6} Operatives and kindred— unskilled 
7 ) Laborers, except fam and mine— unskilled 
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Sheets (l) and (2) -will be used with the DOT 4*s and 5*s. When tally- 
ing, consider the following as craftsmen and foremen, sheet (l), and 
all others as operatives, sheet (2): 



DOT 


DOT 




DOT 


DOT 


4«oi 


4-44 thru 4-49 


4-83 


5-23 thru 5-32 


4-07 


4-60 




4-84 


5-41 


4-16 


4-68 




4-86 


5-42 


4-Jl 


4-71 




4-95 


5-53 


4-26 


4-73 




4-97 


5-55 


4-29 


4-75 




5-05 


5-72 


4-32 


4-76 




5-08 


5-73 


^-35 


4-80 




5-09 


5-76 thru 5-83 


4-38 


4-81 




5-12 


5-88 








5-17 


5-91 thru 5-99 


Sheets (3)> 


(4), and (5) will 


be used with the DOT 6*s and 7*s, When 


tallying, consider the 


list below as 


craftsmen and foremen, sheet (3) 


^30, 7-37, 


7-47, and 7-85, as 


> laborers, except farm and mine, sheet 


ani all others as 


operatives, sheet (4); 




•DOT 


DOT 


DOT 


DOT 




^7 


^3 


7-24 


7-72 




6-29 


6-84 


7-26 


7-73 




6-35 


6-86 


7-27 


7-76 




6-44 


6-97 


7-31 


7-77 




6-73 


7-08 


7-53 


7-79 




6-81 


7-17 


7-55 


7-81 






7-23 


7-59 


7-83 



Consider all DOT 8*s as laborers, exc^t farm and mine, and tally 
them on sheet (7)* Consider the following DOT 9*s as ^eratives, a nd 
all others as laborers, except fam and mine; tally them on sheets (6) 
and (7), respectively: 

9-16 9-22 9-48 9-73 

9-20 9-35 9-57 9-86 

9-71 9-B7 

3. Future Demand Occupations 

Occupations for which there is relatively little current employment 
but for which there may be a sizable future demand may be determined 
from knowledge of expansion plans of existing industries, the natTire 
of proposed new plants in the area, and technological changes affect- 
ing enployment in specific occupations. (To obtain data on AmAyg-twg 
occupations, see section C-5, pages 9 and 10.) 



ERIC 
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c. Jjiformation To Be Collected From Employers 

1. Total current employment in the establishment 

2. Total ezDployment requirements. 

(a) 2 years hence. 

(b) 5 years hence. 



3. 



For each occupation selected for the survey. 

(a) Total current employment. 

(b) Required employment. 

(1) 2 years hence. 

(2) 15 years hence . 

Note; The ^loyment figures to be entered in the expected employment 
columns (columns 4 and 5 of employer schedule, page l8) should be 
total e^loyment in the occupations in the establishment, not merely 
the additions to be added to employment shown for the base period. 

(c; N^er of workers expected to complete in-plant training programs. 
(1} In 2 years. 

(2) In 5 years. 

Nurnber of replacements in next (or past) 12 months. Replacements 
are workers who leave the labor force for reasons such as' death, 
retirement, disability, or entry into the Armed Forces. Employ- 
ers should enter such replacements expected to occur in the next 
^ months or, if this is not feasible, those occurring in the past 
02 months. ^ This figure eventually will be multiplied by 2 and 5^ 
to get estimated replacements in the occupation in 2 and 5 years. 



(d) 



4. ^ open end schedule may be used to permit the employer to record 
those occupations which^ he believes are significant and are not inclu- 
ded in the survey. However, data resulting from this non-listed por- 
tion of the questionnaire must be kept separate from the tabulations 
of the prelisted occupations. This is because occupations in the 

open end portion of the schedule were not sampled in all firms which 
might have had these occupations in their establishments. Therefore, 
the data from the "open end” portion of the schedule cannot be infla- 
ted to the universe but may. be used as supplementary material in the 
report *s narrative portion. 

5. In order to obtain additional information which can aid in the analy- 
sis of the data, a series of questions known as Part II of the sched- 
ule (pages 21 and 22) should be included with the schedule. In 
probl^ for expected changes in total employment during the forecast 
period, the following are examples of the type of information which 
might be collected from employers through this questionnaire: 

(a) Changes in sales volume, product development, modernization, or 
technological change. 

(l) Plant escpansion or contraction planned during the forecast 
period . 
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(2) Sbqpected shifts in industrial activity and/or production 
processes over the same ^riod. 

(3) Important technological vor scientific) trends which will 
influence the industry in the next few years and which may 
have a significant effect on the technical skills of the 
work force. 

(b) Changes in types of occupation and their proportion of total 
employment . 

(1) Changes in production processes which influence the propor- 
tion of professional and technical workers. 

(2) Changes which influence the number of clerical and sales 
personnel. 

(3) Changes which influence the number of skilled, semiskilled, 
or service workers. 

(c) Kinds of occupational training the en^loyer needs id. thin and from 
outside his establishment. 

(d) Other infomation. 

(1) Hard- to- fill jobs. 

(2) Educational requirements for hard-to-fill jobs. 

(3) Types of formal con5)any training regularly provided. 

(il) Eberging occupations. (See page 22, 4d.) 

D. Method of Collecting; the Data 

When the scope of the survey has been determined, sufficient newspaper 
publicity should be obtained to insure community awareness of the survey’s 
importance. A sample publicity release .Is presented on the following page. 

The publicity should be followed immediately by pre -survey letters to all 
engployers covered by the survey. (See saxqple letter, pa>^e 12 and section 
£, pages 23-25, Selecting Ih^loyer Saiqple.) This pre-survey letter should 
be sent under the letterhead of the i^onsoring organization (Area Max^ower 
Council, Chamber of Commerce, Board of Trade, or other organized community 
groups on manpower problems.) The letter should outline briefly the 
purpose of the survey and solicit the cooperation and endorsement of the 
employer. 

The pre-survey letter is an excellent form of publicity for the survey, for 
it tells the employers that the survey is being conducted and gives the 
names of local sponsors. In addition, it informs the employers of the sur- 
vey schedule and questionnaire which they will receive either by mail or by 
personal visit very shortly after the pre-survey letter. 

In some situations it may be necessary to prepare more than one type of pre- 
survey letter. Various types of letters which may be applicable are as 
follows : 

1. A general letter which can be sent to most employers covered in the 
survey. The sample letter on page 12 is an example of this type which 
may be adapted to loceG. use. 
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SAMPLE OF PUBLICITY RELEASE . 



FOR IMMEDIATE RELEASE 
(Date) 



The (name of the State agency),- in cooperation with (names of pe'rsons or 
organizations), is initiating a cooperative study of (name of area) current 
and future manpoi^er requirements. The results of this skill siirvey will be 
useful in planning the kinds of manpower, training, and community development pro- 
gEams vjhich a.re most needed to bolster employment and reduce unemployment in 

iihe labor area. For this reason, (name and title of State admini- 

strator) is urging all enployers who are to be contacted during the course of 
the study to cooperate to the fullest extent possible. 

The study is designed to provide con^rehensive information on current enploy- 
ment, and requirements for occupations over the next 2 and 5 years. The 

occupations to be studied represent the most inportant types of technical, semi" 
professional, and skilled manpovrer needed in (name of area). 

By providing information on the supply and demand for these occupations on a 
long-term basis, the area skill survey can be extremely valuable to our edu- 
cational authorities in planning their counseling and guidance programs as 
well as in formulating their future curricular and building programs. The 
information arising from the survey will also be of value to (area) employers 
in their recruitment and training programs and in formulating the future plans 
for their individual establishments. Finally, the survey information will be 
usei^l to (name of State agency) in initiating training programs for the occu- 
pations in short supply and in meeting more successfully employer requests for 
skilled and technical workers. 

The (area) skill sujrvey is being sponsored by the following persons representing 
many of the area’s most important businesses and organizations; (name of persons 
and organizations they represent). 

The survey involves a saaple of approximately (number) firms, each of which will 
be asked to complete a questionnaire on the current and future requirements 
for the surveyed occupations found in their firm. The accuracy of the results 
of the study is dependent upon obtaining a hi^ percentage of response from 
the firms which have been chosen to participate. Company officials are urged 
by (name of State administrator) to watch for these questionnaires, which will 
be arriving during the next few days, and to furnish the requested infoimation 
as promptly as possible. 
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EXAMPLE OP PRE-SURVEY LETTER 

(Name) (Area) Manpower Council 

»' (Address) 

” (Date) 



(Name) 

It 



It 



Dear Sir: 

(naffle) Area Mai^wer Council is lending its support to the 
(name of State ^ency) in the conduct of a Skill Survey for the ___^_ 
(name of area). This survey is designed to furnish long-range occi^tional 
manpower reg]alrements of employers in (name of area) which will then be 
balanced against the supply of wr^rkers available from the schools and other 
sources so as to determine the adequacy of current training programs. 

To carry out this study effect ively> information must be obtained 
regarding the current and prospective needs of (name of area) employers 
In specified occupations. You ^re one of the enqsloyers in the area who 
have been selected to participate In the study and who will be contacted 
by medl or personal visit within a few days for the purpose of obtaining 
this essential Information. Nhen the survey forms arrive > would you 
please assign the responsibility for completing them to a person who Is 
familiar with the current and long-range policies, plans, and prospects 
of your company? All Information furnished us Is confidential and will 
be used for statistical purposes only so that no individual firm can be 
identified. 

The survey can be of vital Importance to the industrial, profession- 
al, and business segments of the (name of area) and we shall appreciate your 
participation in the project. A copy of the completed study will be sent 
to you. 

Sincerely yours. 



o 

ERIC 



CShaizman 
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2* An out-of-area or out-of-State letter for use when the labor area 
crosses State lines or when the parent company for a local firm is 
located elsewhere and must; be contacted ccnceming the survey* 

3* A letter to be sent to the largest firms (which are to be personally 
visited) in order to arrange for a specific time when a management 
official of the fi3:mi will be available* A follow-up letter may be 
used with these films to confinn the appointment* However^ it usually 
is preferable to make such appointments by telephone after the intro- 
dUctoiy letter has been sent* 

4* A letter to fims in certain industries, such as railroads, which have 
unusual occupational structures, requesting preliminary discussions con- 
cerning the applicability of occupations . in the industry to the general 
survey* 

^Che information needed from employers may be obtained by mail or by person- 
al visit* ifecause of their impoortance in the area and to the findings of 
the sui*vey, personal visits should be made to the major establishments, in 
the sample. The purpose of the visit is not to collect the information but 
to explain the objectives of the survey, to familiarize the employer with 
the measurement concepts, and throu^ -'his personalized approach, to 
increase the chances that the schedule will be returned* 

The following minimum standard has been set for determining the number of 
firms which are to receive a personal visit * Sufficient firms must be 
personally visited in order to account for no less than the indicated per- 
centage of estimated total wage end salary enployment for each of the 
industry divisions listed below: 

Percent of Total £inployment 

Industry Id vision in SpeciicUed Industry Edvlsion 



Mining 


25 


Construction 


10 


Manufacturing 

Transportation, Communications, and 


30 


Public Utilities 


25 


Trade 


10 


Finance, Insurance, and Real Estate 
Service (except domestics in private 


10 


households) 


10 


Caovemment 


25 



^e number of firms contacted by personal visit plus those contacted by mail 
is equal to the total size of the employer sample which is described in 
Section E, pages 23*^25* 

It is very important that the proper official(s) be contacted with respect 
to obtaining the necessary information for the survey* In many cases. 



this person will be a member of the firm*s management since it is only 
at this level that the future plans of the firm are known. The personnel 
office, normally contacted during the regular employer visiting program, 
is not likely to be the appropriate place for obtaining the occupational 
information needed for purposes of an area skill survey. However, there 
is no inpli cation that the contact should be confined to a single source. 
If possible, contacts should be made with management, the personnel 
office, foremen, and other suitable sources. 

With respect to surveyed occupations which are highly unionized (e.g., in 
the construction industry) , it also may be desirable to contact the 
union(s) involved to collect supplementary information concerning union 
membership, apprenticeship and other training programs, enrollment and 
output, estimates of non-union workers in the area, etc. This informa- 
tion may be useful in supplementing the data furnished by surveyed 
establishments in these industries. 

When mail solicitation is used, the schedule should be accompanied by a 
letter indicating U) the wrpose of the survey; (b) the information 
needed on the schedule; (c) the inportance of the data in providing ef- 
ficient workers to meet employer demands; (d) that individual establish- 
ment data will be treated confidentially; (e) a submittal date; (f) that 
the enployer's cooperation is essential to the success of the study; and 
(g) the name and telephone number of the appropriate person in the local 
office who should be contacted if the employer has any questions. A 
prepaid return envelope should be included to facilitate return of the 
conpleted schedule. As is true with the personal visits, care must be 
taken to insure that the skill survey schedule reaches those officials 
of the fim who are able to furnish the most valid employment data. 



Many of the occupations surveyed will be found in only certain industries 
or groups of industries. Therefore, separate schedules ccarprised only of 
those occupations common to the particular industry should be prepared. 
Those oc'cupations found in all industries (e.g., clerical occupations; 
should be Included on all schedules. By preparing schedules for each 
industry or industry group, a shorter list of occupations will be sent to 
the sample firms and there will be relatively few occupations which will 
not apx>ly to the individual establishments. 

It is suggested that a worksheet, sucdi as is illustrated below, be pre- 
pared. It lists the surveyed occupations and the industries of the area 
in which they are commonly found so as to determine more easily the number 
content of the schedules involved in the survey. A separate schedule 
will then be sent to each :.ndustry (or industry group), containing only 
those occupations common to the industry. 
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Worksheet A: Industrial Distribution of Survey Occupations 



Standard Industrial 
Classification Code 


Industry 


1 Baker, 4-01.00 1 


s 

0 

• 

\f\ 

cvt 

1 

ITS 

'S 

1 

0 


i Draftsman, 0-48 ( 


1 Auto Mechanic, 5-ol.010l 


i 

• 

irv 

1 

Jt 

09 

•H 

5 

•s 

s 


cu 

CO 

• 

br 

on 

1 

H 

4> 

09 


0 

CVI 

0 

• 

ir\ 

QO 

1 

4* 

m 

0 

h 

.S 

3 

0 

IS 


. 

0 


15-17 


Contract Construction 




X 


X 






X 






19, 21 , 29-31, 39 


General Manufacturing 






X 




X 


X 


X 




20 


Food & Kindred Products 


X 










X 






32 


Stone ^ Clay & Glass 












X 






38 


Instruments 






X 






X 


X 




22-23 


Textiles & Apparel 












X 






33-36 


Metals 






X 




X 


X 


X 




50, 52-57, 59 


Trade 


X 






X 




X 


X 




80 


Medical & Health Services 












X 






75 


Automobile Repair Shops 








X 




X 


X 




76 


Miscellaneous Repair Services 




X 








X 


X 




etc. 


.... 












1 
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Subseg.Ui8nt letters , telephone calls ^ and personal visits should be used 
for follow-up of employers who do not return the survey schedule. 

Nonresiaonse Follow-un Frocedui'es 

1. All surveyed establishments which have not responded within 2 weeks of 
the requested date should be contacted by mail. This should consist 
Qf 3 , follow-up letter reminding them of the importance of the sldLll 
survey and emphasizing the need for their cooperation if valid results 
"bo obtained. The follow— up letter should be accompanied by a 
duplicate copy of the schedule in the event the original was misplaced. 

If there is no response within 2 weeks after tne first follow-up^ a 
personal visit should be made to all nonresponding establishments in 
Group I (as defined in section E-2, page 2li-) and a telephone contact 
made to all nonre^ondents in Groins II and III. 

3. Those establishments which have not responded within 5 weeks after 

the requested date should 'be considered '*nonrespondents in tabulating 
and analyzing the data. 

Where possible, the schedule and- questionnaire developed for use in the 
survey should be pre-tested with a few establishments. The pre-test is 
useful for correcting questions which may cause response errors. 

A sanqple schedule for the collection of survey data is presented on 
page l8. If an "open end” or "unlisted” questionnaire is used, an appro- 
priate instruction to the employer must be included under section C of 
the Instructions for Preparing the Schedule for Area Skill Survey. (See 
section II, B, page 5 •) 

Instructions for Partietl Response 

When schedules retiimed by employers are only partially completed, the 
en 5 )loyers should be contacted by telephone and requested to supply the 
missing information. This is particularly important with respect to 
Part I of the schedule since the data on this portion will be inflated to 
universe totals. If the employers are unable or unwilling to furnish the 
requested information, the schedules should be adjusted as fo3J.ows • 

Section A: Number of employees on all payrolls for the pay period 

including the 12th of (month) If this information 

cannot be obtained from the employer for this survey, use 
the most recent data available, as obtained from the 
Bureau of Labor Statistics ^^ 0 , BL 1219^ ES-202, -lijS-211 
local office records, etc. 



ERIC 
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Section B: Number of employees e:q)ected in 2 years and 5 years: 

If a curi«nt enqoloyment level is available for the estab- 
lishment but no employment forecasts are provided by the. 
employer, the current level of employment for the estab- 
lishment should be entered for the 2- and 5-year forecasts. 
If a forecast is made for 2 years hence but not for 5 
years hence, use the 2-year forecast for both periods. 

If a forecast is made for 5 years hence but not for 2 
years, use two-fifths of the 5-year forecast change (i.e., 
change from current or base employment figure to that for 
5 years hence) for the 2 year period. 

Section C: Occupational data in columns 3 throu^ 8 of the schedule: 

Column ( 3 ) - Current Employment 

If it is not possible to obtain current employment for 
the occupation, all entries for this occupation for the 
establishment should be omitted from the tabulation 
of data. 

Columns (4) and (5) - Expected Employment in 2 and 5 Years 
If current employment in an occupation is reported 
but no forecasts are made by the employer, the cur- 
rent employment in the occupation should be carried 
forward for both periods. If a forecast is made 
for 2 years hence but not for 5 years, use the 2- 
year forecast for both periods. If the enployer pro- 
vides a forecast for 5 years hence but not for 2 
years hence, use two-fifths of the 5 year forecast 
change for the 2-year hence period. 

. Column (6) - Nuxnber of Workers Needed for Replacement 
Next Year, and 

Column ( 7 ) and (8) - Workers Ooopletlng Conpany Training 
ppAgr imm or Promoted Xnto Occupation in 2 and 5 Ybars 
If current employment in an occupation is reported, 
but no employer forecasts can be obtained for these 
three columns, no attempt should be made to provide 
an estimate. Therefore, "no entry" by the employer 
in these columns will be treated as zeros when sum- 
marizing the data. 
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Note to State Agency : 

These instructions should ~be attached to the employer schedixle 

INSTRUCTIONS FOR PREPARING PART I OF THE SCHEDULE FOR imA SKILL SURVEY 

For the purpose of this survey, please assume the following conditions when 

furnishing the requested information. 

1. Qualified workers will be available to meet any anticipated employ- 
ment needs. 

2. The present long-term trend of economic growth of the United States 
will continue with no major setbacks for the next few years. 

3. Scientific and technological advances will continue, affecting 
industrial production methods, manpower requirements, and con- 
sumption patterns. 

4. The present-day normal workweek a.t your firm will continue throu^ 
the forecast period. 

5. Your current plans for plant expansion or modernization will mate- 
rialize according to schedirle. 

SECTION A. Number of employees on all payrolls for the period including 
the 12th of (month) . Enter the total number of workers of 
all kinds on all payrolls in this plant, facility, or estab- 
lishment, covering the pay period including the 12th of the 
month indicated. 

SECTION B. Number of employees you expect to have . Enter here the total 
number of workers you expect to employ in this plant, facility, 
or establishment 2 and 5 years hence. Please refer to the 
assumptions above in making your estimates. 

SECTION C. Occupations . The occupations listed are those which have been 
identified as of major importance at present in (area) . The 
listing may not include all of the occupations in your estab- 
lishment and may include occupations which you do not use or 
plan to use in the future. Some of the occupations in your 
company may be included here under a title different from that 
used in your firm. Please study the list and definitions 
carefully before making any entries. If there are occupations 
in your plant not shown in the listing which you expect will 
have major growth or decline, please enter them in lines pro- 
vided at the end of each occupational category. (State agency, 
please note: If "open-end" or "imlisted" questionnaire is 

used, modify preceding paragraph accordingly.) 
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C olumn (s) Current ]^T3loyment » Enter in column 3 'the number of workers 
(excluding trainees) you now employ in each occupation listed. If ^ you 
have no employees in one or more of the listed occupations, enter "none' 
in column 3. 

Columns ik) and (5). Reg-uired QmDlovment in 2 and 5 Xears . For eacli occu- 
pation, enter your estimates of the total number of workers you will require 
2 and 5 years from now. Please refer to the assumptions at the beginning 
of these instructions in preparing your estimates of future employment, 
oaie estimates should not inclvide workers needed as replacements of pros- 
pective losses due to normal turnover or to attrition (^retirements, with- 
drawals for military service, quits, deaths, etc.). I3J.ustrationi If 
you employ 10 workers in the occupation now and e:q>ect to employ 14 workers 
in the occupation 2 years hence, enter l4 in column 4. 

Column (6) Numher of Workers Needed for Replacements Next Year . Replace- 
ment needs are workers needed to replace those "vdio leave the labor force 
for reasons such as death, retirement, disability, or entry into the Armed 
Forces. Therefore, for each occupation, please enter the number of workers 
needed during the next year to replace those workers who wilJL leave the 
occx j.tion because of promotion, retirement, death, disability, withdrawal 
for military service, etc. 

In the event that the coming year will not be typical for your firm in 
this respect, or that you are unable to make a judginent for the coming 
year, please indicate the extent of replacement needs which occurred dur- 
ing the past 12 months, or those Wiiich you judge as "average" for a 12- 
month period for each occupation. 

Col^^mns (7) and (8) Number of Workers Completing Compa ny Training, i^q- 
Promoted into the Occupation in 2 and 5 Years . Enter in the 
appropriate columns the number of workers ej^ectod to complete plant 
training programs conducted by your establishment for each occupation in 
the next 2 and 5 years, plus the number of workers in your employ which 
you e:sq?ect to promote into that occupation from other jobs in the company 

in the next 2 and 5 years. 

If you have any questions about the completion 
of this schedule, please phone (name ) 

at (-phone ) Please return the completed 

schedule bv (date) to the (name of agency) . 

(address) A return stamped 

envelQ-pe is enclosed for your convenience. ___ 
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Schedule for ( Name) Area Skill Survey 

Part II 



In addition to the information you have provided on Part I of the survey schedule 
you are requested to supply the follovdng information which will be helpful in 
analyzing the future occupational needs of the ( name) area. 

1, If you indicated changes on the schedule in total employment or in any 
of the occupations listed which might be considered significant in view 
of the amount of change for the occtipation involved (item B and columns 
4 and 5 schedule) ^ please discuss in the space below the reasons 

for such changes j e.g.j plant expansion^ contraction, modernization, new 
orders, new products, important technological (or scientific) trends, 
which may have a significant effect on the technical skills of the 
workforce, etc. 



“ (Please use reverse side if additional space needed) 

a. If you indicated .changes in types of occupations and the proportion these 
occupations are of total en^loyment, please discuss below hovr changes in 
production processes will Influence the proportion of (a) professional and 
technical workers j (b) clerical and sales workers j and (c) skilled, semi- 
skilled^ and service workers. 



(Please use reverse side if additional space needed) 

3* Please list below the occupations for which your experience indicates 
training is most needed to provide better qualified workers; 

In your establishment Outside your establishment 

(On-the-job training including (Vocational and other schools) 

apprenticeship) 
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other information. (0se reverse side if additional space needed). 



a. 



experienced difficultjr in hirini^ quali- 
reasons for such difficulties, and t^wLt 
extent was it necessary to recruit workers from outside the area for 
the surveyed occupations? 




be IiJhat are the 
occupations 



minimum educational requirements for the hard-to-fill 
shown in (a) above? 




c. 




What type of formal con^pany Draining 
hard-fo-fill occupations (as distinct 
be desirable in your establishment)? 



is regularly provided for these 
from training you feel would 



d. 



VJhat occupations that are new to your establishment or the area are 
^erpng to changes in processes, automation, or technological 
developments? Current emploi'^ent in such occupations may be insig- 
nificant, or even nonexistent, but the growth potential is in5>ort^t, 



I 

o 

ERIC 
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E. Selecting the Bgployer Sample 
1 . Introduction 



The Infoimatlon for the survey should be collected from a r^resenta- 
tlve saoiple of films In the area which can be es^ected to employ 
workers In the occupations being surveyed* Aftei' the occupations to 
be studied have been selected (Section II-B, page 6 ), determine the 
Industries In which these occupations usually are found. This may 
be obtained from the i960 U.S. Census, Occupations by Industry > 
fecial Report PC(2)-7C and Vol\me II of the second edition of the 
Dictionary of Occig)atlonal Titles 5 pages 507-T39* 2/ 

The most efficient saziple for this type of study is stratified by 
establishment size. It should include all large establishments and 
a saapling of the smaller ones in the appropriate industries, ^e 
size of the sanple to be selected for each area in the survey will 
be deteimined by the work force in the labor area. The establish- 
ments selected will be weighted to represent the universe of firms 
in the area. 

The latest available ES-202 listing of Unenployment Insurance covered 
units s\;pplemented and merged with known noncovered establishments in 
nonagrlcultural industries enploylng 100 or more workers will be the 
frame from which the sanple establishments will be selected. Non- 
covered establishments with fewer than 100 employees may be included 
on the original listing from which the sanple is drawn to insure ade- 
quate representation in some industries. The noncovered establish- 
ments added will have an equal opportunity for inclusion in the sanple. 



2. Selecting the Sample 

a. Array all establishments in the universe (UI covered and noncovered) 
in descending order of employment for the base month. 

b. For the array in item a, secure a cumulative esployment total* 

c. From the grand total obtained in item b, determine the midpoint of 
the total employment. The larger establishments which represent 
the upper 50 parcent of employment constitute the first and second 
quartilos . 



2/ A p^^ ^T**-** listing will appear in Volume II of the third edition of the 
Dictionary of Occitpational Titles. 
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d. Determine the mid-point of employment in the lower 50 percent of 
employment as the point between the third and fourth quart iles. 

e. Based on the quartiles obtained in Items c and d^ the establish- 
ments will be assigned to thi^e employment groups. in the follow- 
ing manner: 

Group I 

(1) All establishments which ccmprise the ipper 50 percent 
of enployment should be Included in this group. 

(2) Any establishments which are considered atypical should 
be included in Group I, even though they fall in the 
third or foiirth quartile of the array. This will reduce 
the possibility that these atypical firms may distort 
the data during the inflation process > since^ unlike 
Groups II and III, there is no inflation of Group I 
data (except to estimate non-respondents ) because it 

is beisically a 100 percent sample. 

Groiap II (firms in the third quartile of the array) 

(1) In order to improve the saiqole mix by industry, arrange 
the establishments in the third quartile of the array 
by two-digit industry, and within each industry by 
employment size in descending order. Do not include 
any atypical' firms which were t.ransferred to Groi;p I . 

(2) Sacple ratio « 1/5 or 20 percent. 

I 

(3) Starting with a random number less than 5, select every 
5th establishment for Inclusion In the sample. 

Group III (firms In the fourth quartile of the a^ray) 

(1) In order to Improve the sazople mix by Industry, arrange 
the establishments in the fourth quartile of the array 
by two-digit Industry group, and within each Industry 
by eiiployment size In descending order. Do not Include 
any atypical firms which were transferred to Group I. 

(2) Sanple ratio = 1/25 or 4 percent. 

(3) Starting with a random number less than 25> select every 
25th establishment In each two-digit Industry for Inclu- 
sion In the sanple. 






o 

ERIC 



- 25 - 



HAUDBOOK ON EMPLOYMEKT SECURITT JOB MARKET RESEARCH METHODS— ABEA SKILL SURVEY 

f . Separate listings should be prepared of the establishments in 
Groups 11 , and III. A notation should be made on each 
enployer schedule (box in the upper left-hand corner) indicat- 
ing the group from which the saniple establishment was drawn. 

F« Tabulating the Survey Data From Bmployers 

1. Worksheet formats ; 

a) The worksheets illustrated on the following pages are to be used 
in summarizing the results of the suivey and for obtaining the 
relationships needed to analyze the data. 

b) Worksheet B il2ustrates a method for developing the inflation 
factors needed for each industiy category in order to adjust 
current and anticipated sample en^lo^ouent data to the universe. 

c) Worksheet C summarizes the data by occupation for each industry 
category reported by, sample firms, and data inflated to the 
universe, on current employment, future requirements, and training. 

d) Worksheet D summarizes the detail included in Worksheet C, and 
shows by occupation and industry total current employment, 
required enployment, replacement needs, and trainee outi^at. 

e) In summarizing the reported data for Worksheets B and C, the data 
for each fiim should be tabulated in the same saziple group in 
which the firm was originally selected, even though the employ- 
ment reported on the survey schedule falls in a different group. 

2. Sample inflation procedure 

> IJ. establishments in Group I are included in the sample . Consequent- 
ly, the data reported would not need to be inflated if all establish- 
ments in this groiq? returned their questionnaires. Since it is 
unlikely that 100 percent response will be attained, the inflation 
procedure includes provision for non-re^onse. In addition to account- 
ing for non-rei^onse, the procedure provides for "weighting up" results 
from Group II and III establishments. Finally, all sample data are 
adjusted to reflect current employment for the survey month. The 
mechanics involved in carrying out the inflation or estimating procedure 
are indicated below. 

Inflation of Sample Employment to Area Totals 

Sort employer schedules into the two-digit SIC industry categories 
selected for the survey. Schedules may be sorted into major SIC 
industry categories when a more detailed industry breakout is not 
desired. 



Worksheel: Bs Xnflstion Factors for Jndus'try Cat^egories 

(Bata hypothetical) 
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Worksheet B, "Inflation Factors for Indiistry Categories!* provides a 
method for developing inflation factors needed for each industry 
category. The following steps (each identified as a column on work- 
sheet B) are to be followed to obtain these factors. A separate 
worksheet B must be prepared for each industry category. 



Step ! • 



Step 2 1 



Step 3 ? 



Step 4 : 



Step 5 : 



Step 6 : 



Step 7 : 



Step 8 : 



From ES-219 or Current lihploynient Statistics program, obtain 
total area enployment for each industry category for the 
survey (reference) month. 

Enter total base-period engiloyment (from the ES-202 listing 
supplemented by non-covered firms) separately for each 
universe Grcup I, Group II, and Group III. 

Add base period employment for all returned schedules for 
each sample group (Groups I, II, and III) by industry, and 
enter the base-period employment of all responding establish- 
ments thus derived in column 3» 

Obtain the unadjusted inflation factor for each group by 
dividing the universe employment in the base period in the 
group (step 2 ) by the corresponding employment of the res- 
ponding establishments for the same month (step 3)* Each 
group, in each industry category, will have its own unajd Justed 
inflation factor. 

Sum the survey month employment for the responding fims in 
each group by industry and post in this colxamn. 

For each group separately, multiply the figures shown in 
steps 4 and 5 to obtain the unadjusted inflated survey month 
employment for each group. Enter the sum of the three groups 
on the total line. 

Divide the area*s total employment for the survey month for 
the industry category'' (step l) by the total unadjusted infla- 
ted survey month employment of responding establishments 
(step 6) to obtain an adjustment ratio. 

Multiply each group’s unadjusted inflation factor separately 
(step 4) by the adjustment ratio (step 7) to obtain an adjus- 
ted inflation factor for the group. 



All sample data in the industry are to be inflated by the adjusted 
inflation factor for each group. (See worksheet C for application.) 



Worksheet C: Worksheet for Conplling Estimates by Occupation of Current 
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♦Enter adjusted inflation factor from step 8 of Worksheet B. 
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3, Inflation of Sample Bata by Industry and Oceupation 

Worksheet C indicates a method for the inflation of total sample occu- 
pational data to area estimates. A separate worksheet should be pre- 
pared for each industry category. 

Step 1 : List in column 1 (by DOT code and title) each occupation 

surveyed in the industry group. For each occupation, the 
following items should be included: 

a) Current occupational employment 

b) Ebcpected employment 

1) 2 years hence 

2) 5 years hence 

c) fteplacement needs: Replacement needs furnished by employ- 

ers represent estimates for the next 12-month period or 
the e:q)erience of the preceding 12-month period. To com- 
pute replacemenb needs for. 2 and 5 years hence, multiply 
the figures supplied by employers by 2 and 5; respectively, 

1) 2 years hence 

2) 5 years hence 

d) Trainee output and in-plant promotion 

1) 2 years hence 

2) 5 years hence 

Step 2: LJnter in the Group I, II, and III column headings, in the 

space provided, the adjusted inflation factor for the respec- 
tive groups in the industry category (farom step 8 of worksheet 
B). 

Step 3 : The totaJL sample occupational data shoiald be posted in the 

appropriate columns (2, 4 , and 6) for the industry category. 

Step 4 : For each occupation listed, mulitply the data posted^in 

column 2 by the adjusted inflation factor for Group I and 
enter the results in column 3; multiply the data in column 4 
by the Group II inflation factor and enter results in column 
5; multiply the data in column 6 by the Group III inflation 
factor and enter the results in column 7 • 

Step 5 : For each occupation listed, enter in column 8 the sum of the 

inflated data from columns 3 > 5 ; and 7. 

4 . Instructions for Completing Worksheet D 

Worksheet D provides a means for obtaining area occupational totals 
from worksheet C prepared for each industry category. Worksheet D 
may also be used to total the two-digit industries into major industry 
categories • 
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The information retiuired for industry columns 3, 4, 5, 6 , 7, etc., for 
each item listed in column 1 is obtained from column 8 of worksheet C 
prepared for each industry category. Area totals (column 2) ai^e the 
summations of industry data from columns 3, 4, 5, 6 , 7, etc. 

G. Estimating Trained Labor Supply Available at Later Periods 

To estimate the supply of trained manpower available for the sirrveyed occu- 
pations by the end of a given period, it is necessary to estimate the num- 
ber of entrants into these occupations during the period. The number of 
in-plant trainees expected to complete training in 2 and 5 years, and the 
number of in-plant promotions, included on Worksheet D (page 30 ), provides 
the base for this estimate. These figures must be supplemented, however, 
to include additional entrants into these occupations from sources outside 
the in-plant programs. This measure can best be arrived at by gathering 
from local school authorities. State and local apprenticeship councils, 
and trade unions, their estimates of persons expected to complete training 
for the relevant occupations by the end of the period. In addition, those 
currently unemployed in specific occupations should be included. 

1. Estimating new entrants 

Since there are generally a limited ntunber of sources of labor supply 
which must be contacted for a given labor area, the necessary data 
usually should be obtained through personal visit rather than by mail. 
Each source of labor supply, such as the public schools, vocational 
schools, private and parochial schools, business schools, MDTA and 
ARA training projects, apprenticeship organizations, trade unions, 
etc., should be contacted by mail or phone before the visit is made, 
outlining the purposes ot the study, the importance of their cooperation, 
and making an appointment for discussing the necessary data desired. 

A schedule should be used to facilitate obtaining and recording the 
data. The schedule Illustrated on page 32 can be used for collecting 
supply data frem area schools and, with minor modifications, from 
trade unions and apprenticeship organizations. Each different type 
of supply source contacted should be given a different schedule, 
listing only those surveyed occupations trained by the particular 
institution. Definitions of job duties should be included for all 
occupations on the schedule to be sure that the supply data obtained 
from the training organizations relate to the same occupations as the 
demand data from employers. 

In some cases, the supply data requested will not be available on the 
first visit. It will therefore be necessary, after exq>laining the 
nature of the information desired, to leave the schedule to be picked 
up at some later date. 
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(Name) Area Skill Survey 

Occupational Supply Questionnaire 

Based on your experience in the past year, please indicate the 
number of graduates in the succeeding five years who will be 
qualified to enter the labor force in each occupation. Attached 
to this questionnaire are definitions of the job duties for each 
occupation. 



Name of Occupation 


Length of 
Training 
Course 
(weeks) 


Number of Graduates During Next 5 Years 


First 

Year 

(use 

date) 


Second 

Year 

(use 

date) 


Third 

Year 

(use 

date) 


Four'bh 

Year 

(use 

date) 


Fifth 

Year 

(use 

date) 


Medical Technician 














Registered Nurse 












































































































• 
























• 























Name of School Date 



Name of Person Contacted Interviewer 








f. 










i; 







Care should he exercised in this procedure, through an examination of 
whatever sources are available, to avoid double counting of trainees. 
For exsmple, an individual may be included by an apprenticeship group 
as a trainee for a specific occupation and, at the same time, may be 
included in an evening school count ■whei^ he was taking related courses. 

Overstatement might also result from failure to take into account the 
e2{pected dropouts from schools and other training agencies. A certain 
amount of attrition may be assumed within the ranks of any group of 
beginners in training programs. Therefore, in computing available 
trainee data from class enrollments or exi^cted enrollments, allowance, 
based on past experience, should be made for these losses. 

Chrerstatement of future labor supply also may result from counting 
graduates of vocational or technical schools as available skilled 
workers when, in reality, such workers must undergo additional tr^n- 
ing^ to qualify as skilled workers. The extent of this additional 
training varies with occupation and area. Care should be taken to 
include school graduates as a supply at the occi^jational level 

at which they would be qualified. 

Labor supply also may be overstated as a result of not taking account 
properly of workers who may leave the labor area. In areas which are 
large training supply centers (those containing community colleges, 
large technical schools, etc.) it would not be appropriate to add to 
the prospective supply all members of the graduating class. Many 
technicians, for example, would be ejected to leave the area. Althou^ 
difficult to ascertain, adjustments for out-migration of semi- 
professional or skilled workers should be attenqpted whenever this 
pattern occurs. Turnover confined solely within the area is not to 
be counted as additions to either supply or demand. 

2. Estimating available qua 3 .ified worker supply 

The best soxirce of information on the occupational characteristics of 
available qualified workers usually will be. the local office active 
file of unenqployed workers. The basic method for determining available 
qualified worker supply is to make an active file coimt of qualified 
applicants who meet normal en5>loyer hiring specifications for each of 
the surveyed occupations. 

r 

In determiMng qualified worker supply, individixal BS-511 applicant 
cards on file in the local office, should be screened carefully by com- 
petent placement personnel to ascertain whether qualifications of reg- 
istrants are consistent with the performance requirements for the 
occupation. 



o 
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T; 7 o classes of information on the ES- 5 H ahout an applicant represent 
the major sources of evidence ahout his qualifications for employment 
in a specific occupation. The first, work experience (item 15-39^©^ 
seq., fiS- 511 ), allows evaluation of an applicant *s qualifications in 
terns of content, duration, and recency of the specific, or closely 
related, Mucation and training data (item l4 ES-^ll) also 

should he evaluated for duration, content, and recency. VIhen such 
information is available, it is important that an objective evaluation 
of the applicant*s personal characteristics he made. Knowledge of 
personal characteristics such as emotional instability, physical 
status, and other personal traits that would adversely affect the 
individual applicant's skill and ability for Job performance is ex- 
tremely useful. This information always should be related to the 
other, more specific evidences of an individual applicant's occupa- 
tional qualifications to help deteiroine whether the applicant should 
be counted as a part of the available qualified worker supply. 

Worksheet E (page 35) and its acconpanylng instructions (pages 36 
and 37) have been found to be helpful in tabulating by occupation 
the ^plicants on file in the local office in order to arrive at 
an estimate of the available qualified worker simply. 

Data for individual applicants should be entered on each line by 
primary or secondary DOT code for those occupations surveyed, with 
check marks (x) in the appropriate cells. ^ accumulating the checks 
horizontally, it will be possible to evaluate the characteristics of 
the Job applicants and ma!ie a determination with respect to the 
mmiber fully and- partially , qualified in each occupation. 



H. 



Summarizing the Data 

Tip-hles 1 2 and 3 (pages 38-4o) illustrate methods for summarizing 
the data^ obtained by use of the procediires described in sections A 
through G. These summary tables are designed to (1) facilitate 
anal^s of the data; and ( 2 ) present the data in a form which can 

be adapted for publication. 



The data in these tables should be rounded to eliminate the appearance of 
precise numbers* If rounded figures are not forced to add to the totals 
shown in any table, a footnote should be provided to indicate that the dif- 
ferences, if any, are due to rounding* 



The agency shoifLd establish a minimum criterion for the publication of the 
survey data, i.e., a figure small e r than a certain prescribed level would 
not be published but would be combined with the data from some other group(s) 
in order to meet the criterion for publication. 




Workiheet E: Applicant File Survey 
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Worksheet E: Applicant File Survey 

Explanation of Columnar Headings 



Fully Qualified Sunnly : 

Temporary Layoff *■ Expects Recall - includes those persons \^ho, althou^ present- 
ly unemployed, can reasonably be expected to return to their former employer. 

This situation can be determined on the basis of the applicant's -work history 
and/or the inteivieuers knowledge of the current job market situation. 

Unemployed - No Problem - includes those persons who have just become unemployed, 
and other unenQ>loyed such as recent in-migrants or recent entrants or re- 
entrants to the labor force who have no special problem hindering re-employment, 
but have not as yet had. time to be referred to or apply for new employment. 

Partially Qualified Supply : 

Limited Availability - includes those persons who are difficult to place because 
of self-imposed restrictions regarding such factors as hours willing to work, 
distances willing to travel and type of establishments in which they would work. 
This heading also would include those persons whose availability is limited by 
babysitter problems and those who are available only for work paying a specified 
minimum wage, which is above that normally prevailing in the area. 

Not Fully Qualified in Occupation - includes those persons who because of techno- 
logical changes, absence from the job market, etc., have become “skill rusty" or 
are not familiar with new procedures within their occupation. 

No Experience - Includes those persons who are fully trained and have the ability 
but lack only experience in their occupation, e.g., a female hi^ school graduate 
with 2 or 3 years' typing and shorthand training, tested proficiency and ability, 
good appearance, etc., interest in stenographic work, but no experience. 

Limited Education - includes those persons whose educational, attainment is below 
the level required by enployers vho mi^t ordinarily employ them. 

Too Young - persons who cannot meet legal or established minimum age requirements. 

Too Old - persons who, because of advanced age, cannot obtain employer acceptance. 

Physical Handicap - persons whose physical limitations affect their employability. 

Mental Handicap - includes those persons whose mental limitations affect their 
employability. (N.B. Lack of education per se is not a mental handicap.) 
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Language Barrier - includes those persons whose inability to understand or spealc 
the iJnglish language hiriders their employment prospects. 

Appearance, Habits, Re-putation, etc . - includes those persons who because of 
socially unacceptable appearance, habits, or other personal characteristics are 
not acceptable by en^loyers. 

Poor Work History • persons who have been unable to retain or establish a record 
of permanent employment due to frequently quitting ;)obs or being fired by 
employers. 

Police Record - includes those persons who are unable to gain employer acceptance 
because of their record of criminal offenses. 

Other - persons whose barriers to employment are unique or special situations 
not covered in the provided categories, unfulfilled military obligation. 
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Table 1 

Current En^loyment and 2- and 5-Year Requirements in Surveyed Occupations 



DOT 

Code 

No. 


Occupation 


Current 

total 

eo^loyment 


Expansion 
needs in: 


Replacement 
needs in: 


Total additional 
requirements in: 


2 Years 


5 Years 


2 Years 


5 Years 


2 Years 


5 Years 




I2) 


(31 


Jhj 


(5) 


"TS5 


(7) 


(35 





















Instructions for Cooipleting Table 1 



Table 1 summarizes 2- and 5-year e:^ansion and replacement needs for each 
occupation in the survey. 

Column 1, Occupation ; List by DOT code number and title, each occupation 
in the survey. 

Column 2» Current total employment ; Enter for each occupation, the emplos^nt 
total for that occupation from column 2, Worksheet D (page 30 ). 

Columns 3 and 4. Expansion needs ; Subtract the current total enployment for 
each occupation from the 2 - and 5 -year required employment for that occupa- 
tion in column 2, Worksheet D, and enter the difference in the appropriate 
column. 

Columns 5 and 6 » Replacement needs ; Enter in these columns the 2- and 5-y®8-r 
replacement needs for each occupation from column 2 of Worksheet D. 

Column 7» Total additional requiraments in 2 years ; Enter the sum of entries 
in columns 3 and 5 for each occupation. 

Column 8 . Total additional requirements in 5 years : Enter the sum of entries 

in columns 4 and 6 for each occupatiou. 

Note: A separate table may be prepared for each surveyed industry group. 

However, for any industry group in which there are less than three firms, or 
for which one firm represents 80 percent or more of the employment total 
for the Industry group, the data should be combined with another industry 
group, prior to publication, in order to insure against disclosure of con- 
fidentistl information which could identify a specific firm. 
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Table 2 

i 

1 

Added Labor Supply Locally Available 2- and 5-years Hence for Surveyed Occupations 



DOT 

code 

No. 


Occupation 


Trainee 
output and 
in-plant 
promotions 
in: 


School 

output 

in: 


Uniol 

apprent: 

outpul 


1 and 
Lceship 
in: 


Total labor 
supply avail- 
able in: 


2 

Years 


5 

Years 


2 

Years > 


5 

Years 


2 

Years 


5 

Years 


2 

Years 


5 

Years 




ii) 


J2) 


(3) 




(5) 


M 


l7) ' 




(9) ^ 























Instructions for Couopleting Table 2 



Table 2 is provided for use in summarizing estimates of the additional labor sup- 
ply likely to become available 2 and 5 years hence for each occupation in the 
survey. 

Column 1, Occupation ; List by DOT code number and title, each occupation in 
the survey. 

ColumiiS 2 and 3» Trainee output and in-plant promotion ; Enter the 2- and 5-year 
trainee output from column 2, Worksheet D, for each c "upation. 

Columns 4 and 5» School output ; Enter the best avai3,'vble estimates of the 
number of persons \<ho will have completed trade or technical school training 
for each of the listed occupations by the end of 2- and 5-year periods. This 
estimate may be arrived at by summarizing the information obtained on the Occu- 
pational Sxipply Questionnaire sent to the various schools in the area (see 
page 32). 

Columns 6 and 7» Union and apprenticeship output ; Enter the estimates of 
persons who will be trained by the unions and apprenticeship organizations 
by the end of 2- and 5-year periods. Care should be taken not to include per^ 
sons who may already be included in columns 2, 3, 4, and 5« 

Column 8, Total labor supply available in 2 years ; Enter the sum of the data 
in columns 2, 4, and 6 for each occupation. 



Column 9 a Total labor supply available in 5 years ; Enter the sum of the data 
in columns 3, and. 7 for each occupation. 



1 
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m. PRESEIitTATION OF ARBA SKILL SURVEY FINDINGS 

When the collection^ tabulation^ and analysis of data sure ccaq[>leted^ the 
findings of the study should be presented to the general public. 

Ihployers and vorhers^ the sources of labor d<^nand and sigpply In the area^ 
and other lntei*ested persons should know the facts concerning the local 
occiqoatlonal situation. Obviously this cannot occur If the survey find- 
ings are kept for Internal use of the State agency. The following sug- 
gestions might Eild In the effective presentation of area skill survey 
results. 

The presentation should be designed so as to attract and hold the Inter- 
est of prospective readers. In some Instances^ both a populeur version 
and a full rqport may prove most useful In bringing survey findings and 
recommendations to the attention of the public. A suggested arrangement 
of materials might take the fozm Indicated below. This outline^ of 
course^ may be expanded or otherwise altered to meet the needs of a 
particular area study. 

A. Introduction 

The Introduction to the r^ort should be a concise statement of the 
survey's purpose ^ probably no longer than one or two pages. It ml£^t 
Include a description of the need for specific Inf omatlon on present 
and future demand for the skills covered by the survey (a) as an aid to 
providing adequate sipplles of trained manpower^ (b) as a means of pro- 
viding better job opportunity Information for youth; and (c) as a means 
of furthering comaiunlty growth. 

B. Acknowledgements 

Cooperation and aid received In making the study should be acknowledged 
either in the Introduction or, if such acknowledgements are numerous. 

In a separate section Immediately following It. The acknowledgement 
should note that the report was prepared In cooperation with the U.S. 
Ikployment Service, U.S. L^artment of Labor. Other public and private 
sources of assistance should be listed as appropriate, together with a 
brief statement of their role In the survey. 

C. Summary of Findings and Actions Recommended 

A short, general synopsis of findings should be covered In this section. 
Most Important would be a listing of occupations In protective short 
stPly* Area Manpower Council or other sponsoring or advisory body 
should make recommendations for future courses of action based on survey 
findings, and these recommendations should be Included In the report. 

In the absence of a central recommending body, the Enployoaent Service 
should make the recommendations. 
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D. gc'onoanic Characteristics 

The main body of the report should be preceded by a backgro^md statement 
vhich serves to relate the area sMU survey to other aspects of the 
labor area. The following topics might be covered in the section. 

^ea definition and general characteristics s This section might 
indicate the area*s location in the State, giving the .counties, or 
parts of counties included. Where available, reli€0)le population 
and labor force estimates for the area should be given. If possible, 
2- and 5-year projections of these statistics should be included. 

If the area has more than one large city, the population and enploy- 
ment concentration should be indicated. Other outstanding i^ecial 
features of the area, such as its rank in size in the State or 
nationally, etc., should be described ^ 

2. Industrial characteristics ; A description should be given of the 
industrial nature of the labor area, emphasizing the basic indus- 
tries which employ the largest numbers of worlsers. Special features 
should be cited, as for example, that the area is an important retail 
and wholesale center for a larger territory, or, that it is a one- 
industry town. 

3» Etaploynent trends ; This section should describe trends in the 
area's total cnploynent and in employnent in the area's basic 
industries. Overall changes in employuent and unemployoent levels 
from 1930 to the present as well as significant recent changes, 
should be mentioned. Factors responsible for the change should be 
noted, emphasizing those industries and occ\;pations which are 
Important to the area economy. 

E. Findings 

This is the substance of the report. There should be presented here a 
careful analysis of the data obtained in the survey. Tables 1, 2, and 
3 from Section H, Summarizing the Data (p.34 ), modified as necessary 
should be Included. Division of thegfindlngs in this section into the 
following subsections is suggested as a method of presenting survey 
findings in a meaningful fashion. 

1. Occupational requirements ; This subsection should include an analy- 
sis of current enploynent levels and future employnent requirements 
in surveyed occupations. Periods of reference for these require- 
ments should be the 2-year and 5“yesJ^ intervals suggested in the 
above section on area s kill survey methodology. 

The analysis should be based on: (l) data received from enployers 

on the number of additional workers that will be needed in the 
surveyed occupations because of contemplated expansion of industri- 
al activities, and estimates developed by the local office regard- 
ing replacement of workers who will withdraw from the labor force; 
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(2) estimates of staffing needs for new industries expected to begin 
operations within the su*ea if this infoimation can be developed; ( 3 ) 
total additional requirements which represent the sum of (l) and (2) 
above. 

2. Training output ; The labor supply which will become available 
locally in 2 and 5 years for the surveyed occvqpations should be 
examined. Analysis should be made of the components of this supply 
which cure (l) the estimated trainee output and promotions in the 
surveyed establishments^ and (2) the estimated output of qualified 
workers from area vocational and technical schools. The estimates 
of local labor supply should be adjusted^ where possible^ to allow 
for Inmigration and outmigration of workers. 

3« Demand and supply of workers for specific occupations ; The con- 
cluding portion of the analysis should be an assessment of the 
adequacy of the area's total expected training output to meet 
future expansion and replacement needs in the surveyed occupa- 
tions. These statistical comparisons should be mad.e with extreme 
care. Caution is necessary because of possible difficulties in 
obtaining accurate estimates of the number of trainees who may be- 
come available for the occupations* A large error in these esti- 
mates would serve to create a false impression of the labor supply 
available for surveyed occupations. However a careful examination 
and analysis of the data combined with knowledge of area conditions 
should provide useful qualitative conclusions about the adequacy of 
local training programs. 

F. Methodology 

A description should be made of the procedures and techniques used in 
conducting the survey. Include a description of criteria for select- 
ing occipatlons and industries^ notes on survey saznpling methods used^ 
and assunptions given to employers for forecasting their labor require- 
ments. Any factors which tend to limit the validity of sucvey data 
should be discussed here. Among them would be the fact that the esti- 
mates are based on the expectations of those employers already in the 
euea^ and usually do not include adjustments for those who might come 
into or leave the area. Sf^milarly, estimates of the siqpply of workers 
would frequently have gsps on the number migrating in and out of the 
area- Users should also be ca'.^tioned that while the forecast figures 
are presented in precise fozm to establish the size of the training 
need^ the figures shown are to be regarded as an indication of magni- 
tude rather than as a refined estimate. 
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